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ERRATA 

Employee Training in the 
Federal Service 
Fiscal Year 1973 

(Page 8) 

In the section entitled "Training by Source" the sentence reading "The 
average number of participant hours declined 47«» from 1423 in FY 72 to 1408 in 
FY 73" should follow the second sentence under the heading "Non-Government 
Long-Term" (page 10). Additionally, "17." should be substituted for the "4%" 
cited in the above sentence. 

(Page 9) 

The section title "Training by Grade Group and Pay System" and the two 
paragraphs included in this section on page 9 should directly follow the material 
contained under the heading "Non-Government Long-Term" (page 10). 



INTRODUCTION 

Employee Training In The Federal Service is 
published annually by the United States Civil Serv- 
ice Commission in response to the recognized need 
for a central source of statistical and general inform 
mation regarding Federal training activities, and 
supplements the general summary included in the 
Civil Service Commission's Annual Report to the 
President. The report is divided into four major sec- 
tions. Part I summarizes statistical data regarding 
the volume, types, sources and costs of training pro- 
vided Federal employees during FY 73. The main 
emphasis is on broad trends in training activity and 
the changes that occurred in those trends. 

Part II provides narrative highlights of agency 



training activities that are behind the statiitics and 
illustrate agency activities in support of Congrei- 
sional and Executive mandates and important issues 
in the public sector. 

Part III presents the responsibilities of the Civil 
Service Commission in the area of training and the 
activities undertaken to cany out those responsibil- 
ities. 

Part IV presents summary tables of statistical 
information received from Federal agencies upon 
which much of the analysis in this report is based. 

The report is designed for use by officials of 
the Executive and Legislative Branches who have a 
need for data regarding Federal training activities 
and by agency training officials as a source of com- 
parative data and sources of further information. 



STATISTICAL SUMMARY OF 
AGENCY TRAINING ACTIVITIES 

For FY 73, Federal agencies reported 9S8,617 
Instances o! training, an increase of 1.4% over the 
FY72totalof945,730.» 

Summary data showed the following highlights: 

• Source of Training 

Interagency training continued to grow, in- 
creasing from 88,605 in FY 72 to 97,760 in 
FY 73, an increase of 10.3%. Training par- 
ticipation at non-Government sources in- 
creased by 12%, from 163,489 to 183,107 
in FY 73, while internal training continued 
its downward trend, decreasing from 
693,637 in FY 72 to 677,840, a decrease of 
2.3%. 

• Type of Training 

Professional and "Other" training continued 
to decline while Technical and Administra- 
tive, Management and Supervisory training 
increased. Technical training comprised a 
plurality with 41% of all participants, fol- 
lowed by Administrative, Management and 
Supervisory training courses attended by 
22% of all participants. 

• Length of Training 

The average length of a training program 



. continued to fall, decreasing from 49 hours 
in FY 72 to 46.8 hours in FY 73. 
Taken as a group, Federal employees spent 
nearly 1.2% of their available working 
hours in training. 

• Training by Sex 

Training of women increased 13.5% over 
FY 72, while participation by men declined 
by 3.2%. Of all participants, women com- 
prised 30.9%, up 2.8 percentage points, 
while comprising approximately 33% of the 
total employee population of reporting agen- 
. cies. 

• Training by Pay Plan 

General Schedule employees accounted for 
79% of all participants, up from 76% in 
FY 72. Participation hicreased in all GS 
grade groups with the largest percentage in- 
crease in the GS 5-8 grouping. Participation 
by Wage System employees and Other Pay 
Systems declined 11.7% and 14% respec- 
tively. 

• Expenditures for Training 

Reported training expenditures decreased by 
1% from comparable data reported in FY 
72— from $217.6 mUlion to $215.8 maUon 
in FY 73. The average expenditure per em- 
ployee trained was $225, a decline of 4% 
from FY 72. 



'Training participation comprises all Initancei ot attendance at 
formal clauroom trainini courui of eight hour* duration or longer 
reported iqr asenciea with SOO or more permanent employeei. 
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L AGENCY TRAINING ACTIVITIES Lilian agencies. With the exceptten of FY 72, traln- 

AND ANALYSIS OF DATA Defense agencies has shown a steady decline. 

A^evt^ «A»^f/.mA^frtvT "T^**® Illustrated in Figures 1 through 3. 

AGENCY PARTICIPATION pig^j^ 4 mustrates total participation by sex 

Table 1 shows the changes that have occurred from FY 67 to FY 73 (excluding FY 71). Over 

in tot«l training participation by agency and fiscal this period, participation by women has increased 

year. Since FY 67, total participation has increased . 44.3%, from 203.741 in FY 67 to 293»954 in FY 

by 2.1% with all of the increase occurring in the ci- 73. 

Table 1. PARTICIPATION BY AGENCY AND nSCAL YEAR 

% Change % Change 
Between Between 

FY 1967 FY 1972 FY 1973 FY 72-73 FY 67-73 



TOTAL 933,457 945,730 958,617 1.36 2.70 

TOTAL DEraNSE 527,304 441,230 425,783 - 3.50 - 19.25 

Anny 204,599 178,925 177,818 - 0.62 - 13.09 

Navy 140,876 122,852 109,539 - 10.84 - 22.24 

Air Force 145,069 98,669 89,373 - 9.42 ~ 38.39 

Other Defense 36,760 40,784 49,053 20.28 33.44 

TOTAL NON-DEFENSE 406,153 504,500 532,834 5.62 31.19 

Agriculture 57,996 59,848 59,623 - 0.38 2.81 

Commerce 9,974 14,349 15,258 6.33 52.98 

HEW 37,955 54,783 68,225 24.54 79.75 

HUD 4,311 8,850 6,947 - 21.50 61.15 

Interior' ' 48,327 35,526 34,990 - 1.51 - 27.60 

Justice 13,327 25,596 28,170 10.06 111.38 

Labor 4,590 9,895 8,336 - 15.76 81.61 

State 1.601 2,176 2,260 3.86 41.16 

Transportation'.'.'. 36,053 45,558 39,537 - 13.22 9.66 

Treasury 66,231 79,532 97,386 22.45 47.04 

AID 1,093 0 3,214 0.00 194.05 

AEC 9,485 4,081 4,273 4.70 - 54.95 

CSC 1.352 2,879 3,625 25.91 168.12 

DC Govt' 8.322 31,674 28,353 - 10.48 240.70 

EPA 0 3,462 4,163 20.25 0.00 

EEOC 0 579 1,106 91.02 0.00 

GAO 1.281 4,430 5,792 30.74 352.15 

GSA 8,216 18,715 17,736 - 5.23 115.87 

Lib. of Congress 504 1,477 3,133 112.12 521.63 

NASA 32,629 17,507 19,014 8.61 - 41.73 

Panama Canal 12.112 3.754 4.908 30.74 - 59.48 

Selective Service 1.651 10.665 6.351 - 40.45 284.68 

SBA 4.051 1.387 1.224 - 11.75 - 69.79 

Smithsonian 541 489 1.500 206.75 177.26 

VA 40.189 56.459 60.649 7.42 50.91 

All Others* 4,362 8.022 7.061 - 11.98 96.74 



• 16 Other agencies, each reporttag less than 1,000 participants in FY 73. Data for these agencies are Included in the Summary Tables to Appendix C. 
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FIGURE 1: TOTAL PARTICIPATION (In Thousands) 
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FIGURE 2: TRAINING PARTICIPATION (In Thousands) 
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FIGURE 3: TRAINING PARTICIPATION (In Thousands) 
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FIGURE 4: PARTICIPATION BY SEX (In Thousands) 
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TRAINING BY CATEGORY 

Afencies report the training provided their em- 
ployees under four general categories: 

• Medical, Scientific, Legal, Engineering, and 
Related Fields (Professional). 

• Technical: Trades and crafts, facilities and 
services, and "how to** courses in adminis- 
trative techniques and skills. 

• Administration, Management and Supervi- 
sion (A/M/S). 

• Other: Clerical and office services, orienta- 
tion, safety and health and communications. 

Table 2 shows the changes in participation by 
category of training that have occurred since FY 72. 
Table 3 gives the percentage of total participation 
by category and source for FY 73 and Figure 5 il- 
lustrates the changes in participation by category 
that have occurred since FY 67. 

As can be seen from Figure 5, A/M/S training 
has been steadily increasing since FY 69 and, for 
the first time, has moved into second place in total 
participation behind Technical training. 

Summary data by category show the following 
highli^ts: 

Professional 

• Participation declined to 150,093 in FY 
73, down 2% from the FY 72 total of 
152,231. This decrease was reflected in a 
decline of 4.8% in attendance by men, 
training of women in this category increased 
by 6.4%. 

• The average course length decreased from 
71 hours in FY 72 to 68 hours in FY 73. 

• Professional training accounted for 15.7% 
of all training, down slightly from the FY 72 
figure of 16.2%. 

Technical 

• Participation in Technicbl training in- 
creased 3.2% over FY 72. This increase 



was reflected In the numbers of women re- 
ceiving such training— up 28,1*29 to 
112,387, an increase of 33.4% over the FY 
72 total of 84,158 women participants. 

• The average length of a Technical course 
was 52 hours, down from the FY 72 average 
of 54 hours. 

• 40.8% of all participants attended courses 
In this category, up slightly from the FY 72 
figure of 40.0%. 



Administration, Management and Supervision 

• Training in this category had the largest 
percentage increase in participation of all 
four categories— up 4.3% over FY 72, and 
comprised 22% of all participants in FY 73. 

• This was the only category in which partic- 
ipant man-hours increased, up 10.8% over 
FY 72, resulting in an average course length 
of 39 hours, an increase of two hours over 
the FY 72 average of 37 hours. 

• While most of the increase in participation 
was in the numbers of women trained, up 
13.2% to 56,028 in FY 73 over the FY 72 
total o*f 49,498, this was the only category of 
training in which participation by men also 
increased, up 1.5% to 155,199 over the FY 
72 total of 152,880. 



Other 

• Both participants and participant man- 
hours declined in "Other" types of training, 
down 2.4% and 11.9% respectively and was 
the only category of training where partici- 
pation by both men and women declined. 

• Ihe average course length decreased from 
35 hours in FY 72 to 31 hours m FY 73. 

• This category accounted for 21.5% of all 
training in FY 73, down one percentage 
point from FY 72. 
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TM» 2t PARTICIPATION BY CATEGORY OF TRAINING, FY 1972-1973 

Category FY 1972 FY 1973 % Change 

Professional, Medical, Scientlftc, and Engineering 153,231 150,093 -2.05 

Technical 378.600 390,87 1 3.24 

Administration, Management, and Supervision 202,378 211,147 4.33 

Other 211,521 206.506 -2.37 

ALL CATEGORIES 945.730 958.617 1.36 



Table 3: PERCENTAGE OF TOTAL PARTICIPATION BY CATEGORY AND SOURCE OF 

TRAINING— FY 1973 



Source of Training 

Non<3overnment 
Short* Long* 



Category Internal Interagency Term Term Total 

Professional. Medical, Scientific, and Engineering 56.0 4.6 38.7 .7 100.0 

Technical 80.7 6.2 13.1 .02 100.0 

Administration, Management, and Supervision 64.3 18.1 17.5 .2 100.0 

Other 69.0 13.8 17.2 .01 100.0 

ALL CATEGORIES 70.7 10.2 18.9 .2 100.0 
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FIGURE 5: PERCENTAGE OF TOTAL PARTICIPATION 

BY CATEGORY 
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FIGURE 6: PERCENTAGE OF TOTAL PARTICIPATION 

BY SOURCE 
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FIGURE 7; PERCENTAGE OF TOTAL 
TRAINING BY SOURCE BY CATEGORY 
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Table 4t PERCENTAGE OF TOTAL PARTICIPATION BY SOURCE AND CATEGORY-^FY 1973 



Source of Training 

Non-Government 

Professional. Medical. Scientific. ^"'•"^ ^"•''^•'"^ 

and Engineering 12.4 7.1 32.0 70.2 15.7 

Technical 46.5 24.6 28.2 5.6 40.8 

Administration. Management, and 

Supervision 20.0 39.1 20.3 23*1 22.0 

Other 21.1. 29.2 19.5 1.1 21.5 

ALL SOURCES 100.0 10o!o lOO.O 10o!o 10o!o 



TRAINING BY SOTJRCE 

Agencies report training provided tlieir employ- 
ees by four sources: Internal (training conducted by 
the agency for its owr. employees); Interagency 
(training conducted by other agencies); Non-Gov- 
. emment Short-Term (training conducted by non- 
Goverament sources where the total amount of time 
spent in training does not exceed the equivalent of 
120 eight-hour days); and Non-Government Long- 
Term (training provided by non-Government 
sources in excess of 120 eight-hour days). The 
number of employees trained and the percentage of 
total participation by each source of trainmg for FY 
73 were as follows: 

Participants Percent 

Internal 677,840 70.7 

Interagency 97.760 10.2 

Non-Goverament 

Long-Term 1,404 .2 

Non-Govemment 

Short-Term 181.613 18.9 

ALL SOURCES . 958,617 100.00 

Figure 6 illustrates the percentage distribution 
of participation by source since FY 67. This figure 
shows the growth in participation in interagency 
training and non-Government short-term training 
and a corresponding decrease in internal training. 
The mix of training by category offered by each 
source, however, has shown relatively little change 
since FY 67. Internally. Technical training com- 
prises a plurality while in interagency courses train- 
ing in Administration, Management, and Supervision 
comprises the plurality. In non-Government sources 
Professional training is predominant. An upward 
trend in Administration, Management and Supervi- 
sory courses is evident in all sources however. These 
data are illustrated in Figure 7. Table 4 shows the 
percentage of total participation by source and cate- 
gory of training. 



Summary data show the following highlights by 
source: 

Internal 

• Internal training declined from 693,636 in 
FY 72 to 677,840, a decrease of 2.3%. 
While Technical training continued to com- 
prise a plurality, increashig 2.3% to 46% of 
all internal training, trainmg in Admhiistra- 
tion. Management and Supervision also in- 
creased 1%, to 20% of internal trainmg. 

• The average length of a course declined 
from 50 to 48 hours. 

• The average number of participant hours 
declined 4%, from 1423 in FY 72 to 1408 
mFY73. 



Non-Government Short'Term 

• Participation in non-Government short-term 
courses showed the largest increase of any 
source of training during FY 73, growing 
from 162,078 in FY 72 to 181,613 in FY 
73, for an increase of 12%. 

• The subject areas of training in this source 
are more evenly divided than in any other 
source. Professional training leads with 
32%, followed by Technical training, 28%; 
A/M/S 20% ; and "Other" at 19%. 

• Total man-hours increased 7.2%, but with 
the greater increase in the number of partici- 
pants the length of an average course de- 
clined from 40 hours in FY 72 to 39 hours 
in FY 73. 

Table 5 shows the average course lengths by 
sex for each source of training and the percentage 
changes that occurred during FY 73. 
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Tabto Si AVERAGE COURSE LENGTH IN HOURS BY SOURCE OF TRAINING, FY Tl-FY 73 



Internal 



Non-Government 

Long-Term 

Non-Government 

Short-Term 

ALL SOURCES . 



Men 
54 
40 


FY 72 
Women 

39 
33 


Total 
50 
38 


Men 
S3 
38 


FY 73 
Women 

lit 
30 

31 


Total 
4o 

36 


Percentage Change 
FY 72-FY 73 
Men Women Totftl 

-1.8 -8.3 -4.1 

-5.2 -6.4 -5.5 


1421 


1437 


1423 


1392 


1464 


1408 


-2.0 


+ 1.8 


-1.0 


42 
53 


37 
39 


41 
49 


40 
51 


36 
36 


39 
47 


-5.0 
-3.9 


-2.8 
-8.3 


-5.1 
-4.2 



TRAINING BY GRADE GROUP AND 
PAY SYSTEM 

Because of the flux in agency population distri- 
bution, gross data on the numbers of employees 
trained by grade group and pay system do not pres- 
ent the most accurate picture of the rate of training 
or of the change of the rate. For this reason, this 
analysis of training by grade group and pay system 
is based on the computation of training participant 
ratios and participant man-hour ratios. 

To determine the participant ratio for any 
group of employees, the number of training partici- 
pants is divided by the population for that category. 



Thus, a group of 100 employees with 50 instances 
of training would have a participant ratio of 50%. 

Interagency 

• Participation in interagency training contin- 
ued to increase in FY 73, growing from 
88,605 in FY 72 to 97,760, an increase of 
10.3%. This was reflected in large increases 
in participation by women in iGS grades 1-8, 
from 32,260 in FY 72 to 39,294 in FY 73, 
an increase of 21.2%. 

• The average course length, however, de- 
clined from 38 to 35 hours. 



FIGURE 8: COMPARISON OF INTERAGENCY TRAINING 
000s PARTICIPATION AS REPORTED BY SENDING 

AND HOST AGENCIES 
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• Tndning in Administration, Management 
and Supervision accounted for 39% of all 
interagency training. 

In addition to repr ti.n;' an the numbers of em- 
ployees sent to intera,^ .-vv training, agencies are 
also requested to rep *. on i! s numbers of employ- 
ees from other Federal agencies to whom they pro- 
vided training. As discussed above, agencies re- 
ported sending 97,760 of their own employees to 
other agencies for training, iiowever, agencies which 
conducted training for employees of other agencies 
reported providing training to 131,148 employees of 
other agencies. Oiecks with sources of interagency 
training ("host" agencies) indicate several possible 
explanations for this discrepancy. Hrst, host agen- 
cies often include training of less than eight hours 
duration in their count, training which is not to be 
reported by the sending agency. Secondly, agencies 
with less than 500 full-time employees and the U.S. 
Postal Service, do not report their training activities 
to the Civil Service Commission but their inter- 
agency training participants would be reflected in the 
numbers of employees reported by host agencies. 
While the total of such training would be relatively 
small, it is probably an appreciable percentage of 
the discrepancy. Finally, sending agencies are likely 
to have more accurate data on participants sent to 
training on a reimbursable bc.iis than for training of- 
fered at no cost to the participant. In both cases 
however, the participant records of the host agencies 
are probably based on a head count made in the 
classroom which could easily be higher than the rec- 
ords count made by the sending agency. 

Figure 8 illustrates the differences between par- 
ticipation reported by sending agencies versus the 
number of employees reported as being trained by 
host agencies since FY 70. For fiscal years 1967 to 
1969, host agencies divided their reports into two 
categories: participation in courses of eight hours 
duration or longer; and courses lasting less than 
eight hours. Only in FY 1968 did the eight hour 
plus participant data *ront the host agencies agree 
with that of the sending agencies. Hence, while it is 
obvious that total training activity is greater than 
formally reported, an exact count is not possible. 

Beginning in FY 74, statistical data on training 
will be submitted in a new format made possible by 
the expansion of the Central Personnel Data File 
(discussed in Part III of this report). This will pro- 
vide a more accurate and comprehensive picture of 
sending agencies' activities. The methods by which 
host agencies' reports are compiled will be reviewed 
and modified as required to minimize these discrep- 
ancies. 



Non-Govemmant Long'Term 

• Participation in long-term training remained 
nearly constant from FY 72, slowing a 
steady decline which began in FY 68. 

• 70% of all participants attended courses in 
the Professional category followed by 23% 
of Administrative, Management and Supervi- 
sory courses. 

Similarly, the training man-hour ratio is deter- 
mined by dividing the number of hours spent in 
training by the total number of hours worked by the 
employee group. If the group worked for one mil- 
lion man-hours during the course of a year and 
spent ten thousand of those hours in training, the 
man-hour ratio would be 1%. This year, as in the 
past, the number of hours worked by a full-time 
employee is taken to be 1,816 hours per year. This 
is eight hours a day for 227 days (260 days less 8 
paid holidays, 20 days annual leave, and S days sick 
leave). 

The format for this analysis was first used for 
the FY 1971 report and was based on data for 31 
Federal agencies. Cabinet departments and large 
agencies (over 10,000 employees) were included 
where over 50% of the employees were either Gen- 
eral Schedule or Wage Systems employees. Those 
agencies were Agricultuure, Commerce, Army, Navy, 
Air Force, Other Defense, GSA, HEW, HUD, Inte- 
rior, Justice, Labor, NASA, Transportation, Treas- 
ury and VA. In addition, 15 small agencies were in- 
cluded. Those were CAB, CSC, EEOC FCC, 
FHLBB, FPC, FTC, ICC, Library of Congress, 
NLRB, 0MB, RaUroad Retirement Board, SEC, 
SBA, and the Smithsonian Institution. Those agen- 
cies employed 98% of all General Schedule employ- 
ees and 95% of all Federal employees (excluding 
US Postal Service and TVA which are not required 
to report their training activities to the CSC). This 
year, except for the Library of Congress, population 
data by sex for these agencies was available from 
the Central Pcrsoni|^^ata File. Hence, the analysis 
for this year and succeeding years, will be based on 
the 30 agencies for which this data is available. In 
FY 73, the 30 agencies employed 97% of all Gen- 
eral Schedule personnel and 89% of all Federal em- 
ployees. 

For the 30 agencies studied, the training partic- 
ipant ratio was 44.2%, up from 42.7% in FY 72, 
while the man-hour ratio remained constant at 
1.2%. For all training participants, the average 
course length was 47 hours, down from the FY 72 
average of 49 hours. 
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Table 6» COMPARISON OF EMPLOYEE POPULATION AND TRAINING PARTICIPATION BY 

GRADE GROUP AND PAY SYSTEM, FY 1973 



Pay System 
General Schedule 



OS 
GS 
OS 
GS 
GS 
Wage 
Other 



1-4 
5-8 
9-12 
13-15 
16-18 



MM 


Pereenta' of 
Total Popv..ation 
woincn 


1 Olol 


Men 


Percentage of 
Total Participation 


Total 




13 3 


17.8 


3.5 


9.7 


13.1 


8 9 


11 2 


20.1 


11.6 


12.5 


24.1 


18 6 


3.2 


21.8 


29.5 


5.5 


35.0 


7.8 


.3 


8.2 


11.1 


.5 


11.6 


.3 


.01 


.3 


.3 


.01 


.3 


23.3 


2.2 


25.8 


12.1 


.8 


12.9 


2.9 


2.5 


5.4 


1.2 


1.7 


2.9 


66.8 


32.7 


100.0 


69.2 


30.8 


100. 



Table 7: PARTICIPANT AND MAN-HOUR RATIOS BY PAY SYSTEM, FY 1972 AND FY 1973 



Pay System 

Participant Ratio Man-Hour Ratio 

General Schedule FY 72 FY 73 FY 72 FY 73 

GS 1-4 33.8% 32.6% 0.8% 0.7% 

GS 5-8 49.0% 32.0% 1.5% 1.5% 

GS 9-12 69.8% 71.0% 2.0% 1.9% 

GS 13-15 63.1% 62.4% 1.9% 1.7% 

GS 16-18 47.3% 42.4% 1.5% 1.1% 

Wage Systems 21.2% 22.1% 0.5% 0.6% 

Other Systems 26.1% 24.4% 0.5% 0.6% 

ALL SYSTEMS 42.7% 44.2% " 1.2% 1.2% 



Table 8? PERCENTAGE CHANGES FOR 31 AGENCIES FY 72-73 



Pay System Population Participants Man-Hours Part. Ratio MH-Ratio Hrs/Par 
General Schedule 

GS 1^ 12.5 8.4 4.2 ~ 3.6 - 7.9 - 3.9 

GS 5-8 3.8 12.2 2.0 8.1 - 1.6 ~ 9.1 

GS 9-12 0.3 1.9 - 3.6 1.7 - 3.7 -5.5 

GS 13-15 1.0 0.02 -10.1 - 1.0 -11.0 -10.1 

GS 16-18 38.0 23.6 3.5 -10.5 -24.4 -16.2 

Wage Systems -16.0 -12.4 3.3 4.4 23.4 -17.8 

Other Systems 17.2 8.9 39.5 - 7.1 25.0 28.1 

ALL SYSTEMS - 0.5 3.0 - 0.6 3.4 - 0.3 - 3.4 
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FIGURE 9: PARTICIPANT RATIOS BY GRADE GROUP 
. AND PAY SYSTEM 




FY 1970 1971 1972 1973 
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FIGURE 10: PERCENTAGE OF TOTAL PARTICIPATION BY 
GRADE GROUP AND PAY SYSTEM (ALL AGENCIES) 




1968 1W9 I'^O 
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Table 6 shows the percentages of total em- 
ployee population and training participation by sex, 
by grade group and pay system for FY 73. Table 7 
shows the participant and man-hour ratios for FY 
72 and FY 73 and lable 8 shows the percentage 
changes that Jiave occurred in the various measures 
of training activity from FY 72 that occurred during 
FY 73. (NOTE: The data for GS 16-18's in Table 
6 shows a large increase of 38% in the employee 
population during FY 73. This resulted from a more 
accurate count of their personnel and includes Pub- 
lic law and supergrade equivalents for pay systems 
other than General Schedule) . 

These data, and Figures 9 and 10 form the 
background for the following discussion. Summary 
data tables for each of the 30 agencies are con- 
tained in Appendix B of this report. 

TRENDS 
General Schedule 

• GS 1-4 

— ^The number of lower-level employees in- 
creased 12.5% during FY 73, from 
306,843 in FY 72 to 345,212 in FY 73. 
The number of employees in this group 
who attended training sessions increased 
8.4%, from 103,845 in FY 72 to 
112,557. This represents 32.6% of all GS 
1-4 employees. 

— ^The GS 1-4 population represented 
17.8% of all employees, and 13.1% of 
all training participants, compared to FY 
72 where they totaled 15.7% of all em- 
ployees and 12.5% of all participants. 

— ^The amount of time spent in training by 
employees in this group declined however, 
from 42 hours in FY 72 to 40 hours in 
FY 73, accounting for 11% of all partici- 
pant man-hours. 

• GS5-8 

— The number of employees in GS grades 
5-8 increased 3.8% over FY 72, rising 
from 375,588 to 389,894. Training partic- 
ipation however, increased by 12.2% 
from 184,199 in FY 72 to 206,715. 

— Employees in this grade group accounted 
for 20.1% of ail employees and 24.1% of 
all training participants, up from 19.3% 
and 22.1% respectively. Of all GS 5-8 
employees, 53% attended training. 

— The average course taught was 50.2 
hours, down 9% from the 55.3% average 
in FY 72. 



• GS9-12 

—The population of this grade group re- 
mained nearly constant, increasing by only 
.3?r from 421,150 in FY 72 to 422,267 
in FY 73. The number of them employees 
attending training increased by 2%, from 
293,818 in FY 72 to 299,696 in FY 73. 

—The GS 9-12 group represented 21.8% 
of all emi^oyees and 35% of all training 
participants. 71% of all these employees 
attended training, the highest ratio of any 
employee group. 

—The average course length lasted 48 
hours, down from 51 hours in FY 72. 

• GS 13-15 

— ^The total population of this grouping in- 
creased 1%, from 157,623 in FY 72 to 
159,191 in FY 73. Training participation 
remained nearly constant, increasing by 
only 19 participants to 99,404 in FY 73. 

— Participants in this group accounted for 
1 1.6% of all participants and 8.2% of all 
employees compared to the FY 72 figures 
of 11.9% and 8.8%. 

— ^The average length of a training session 
declined 10%, from 54 hours in FY 72 to 
48 hours in FY 73. 

• GS 16-18 

— ^As noted earlier, the number of personnel 
in this group increased 38%, the result of 
a more accurate count of Federal execu- 
tive personnel. Since training data on OS 
16-18*s and their equivalents in other pay 
systems was also collected from agencies 
in a different format, comparisons with 
prior years are not necessaxily valid. For 
this reason, training of these personnel 
will be discussed separately in the follow- 
ing section of the report. Tables 6, 7 and 
8 and Figures 9 and 10, however, display 
that data on executive personnel for the 
30 agendes studied. 

Wage Systems 

The number of Wage Systems employees de- 
creased by 16% during FY 72, resulting from a de- 
crease of 99,000 such employees within the Depart- 
ment of Defense. This was the only employee group 
in which total population declined. Training 
Participation decreased 12.4%, from 126,153 par- 
ticipants in FY 72 to 1 10,556 in FY 73. The par- 
ticipant ratio remained relatively constant, increasing 
from 21.2% in FY 72 to 22.1% in FY 73. 
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Wage Systems employees represent 25.8% of 
all Federal employees but only 12.8% of all partici- 
pants and 12.8% of all participant man-hours. The 
comparab/'e figures for FY 72 were 30.4% of the 
population, 15.1% of all participants and 12.3% of 
all man-hours. The average length of a training ses- 
sion however, increased 17.8%, 40 hours in FY 72 
to 47 hours in FY 73. 



OTHER PAY SYSTEMS » 

The population in other pay systems increased 
17.2% in FY 73, from 89,036 in FY 72 to 
104,323 in FY 73, accounting for 5.7% of all pa^ 
ticipants. Since the number of training participants 
increased by only 8.9%, the participant ratio de- 



clined by 26.1% in FY 72 to 22.1% in FY 73. 
Training participants in these pay systems spend an 
average of 41 hours in training, an increase of 
19%. 



EXECUTIVE TRAINING 

In FY 73 all agencies were requested to report 
separately on the formal classroom training provided 
their executive personnel (defined as OS 16-18's, 
Public Law and personnel of other pay plans in 
equivalent positions). Forty-four agencies reported 



* Other Pay Syitemt include tlie VA Dnpartment of Medicine and 
Surgety. cacen of the Coaat and Geodetic Survey, and olhera. 



Table 9. EXECUTIVE PARTICIPATION BY SOURCE AND CATEGORY OF TRAINING 



Category 



Internal 
Men Women 



Professional 176 5 

Technical 33 1 

Admin, Mgmt and Sup . . 646 16 

Other 41 0 

TOTAL 896 22 



Interagency 
Men Wome' Men Women 



Non«Oovemment 
Long-Term Short-Term 



77 
25 

734 
69 

905 



0 
2 
31 
6 

39 



7 
0 
•5 
0 
12 



0 
0 
0 
0 
0 



Men Women 
326 12 



55 
643 

58 
1082 



1 

10 
1 

24 



Total 
Men Women 



586 
112 

2029 
168 

2895 



17 
4 

57 
7 

85 



Table 10. DISIRIBUTION OF EXECUTIVE TRAINING BY SOURCE AND 
CATEGORY OF TRAINING (IN PERCENT) 

Non-Government 

Internal Interagency Long-Term Siort-Term Total 

Professional 6.1 2.6 0.2 11.3 20.2 

Technical 1.1 0.9 0.0 1.9 3.9 

Admin, Mgmt, and Sup 22.2 25.7 0.2 21.9 70.0 

Other 1.4 2.5 0.0 2.0 5.9 

TOTAL 30.8 31.7 0.4 37.1 100.0 



Table 11. PERCENTAGE OF TOTAL EXECUTIVE PARTICIPATION BY SEX BY 

CATEGORY AND SOURCE OF TRAINING 



Internal 

Men Women 

Professional 6.1 5.9 

Technical 1.1 12 

Admin, Mgmt and Sup . . 22.3 18.8 

Other 1.4 0.0 

TOTAL 30.9 25.9 



Interagency 
Men Women 



2.7 
0.9 

25.4 
2.4 

31.3 



0.0 
2.4 

36.5 
7.1 

45.9 



Non-Government 
Long'term Short-term 



Men Women 
0.2 0.0 



0.0 
0.2 
0.0 
0.4 



0.0 
0.0 
0.0 
0.0 



Men 
11.3 
1.9 
22.2 
2.0 
37.4 



Women 
14.1 
1.2 
11.8 
1.2 
28.2 



Ail Sources 
Men Women 



20.2 
3.9 

70.1 
5.8 
100.0 



20.0 
4.7 
67.1 
8.2 
100.0 
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providing training to 2,980* 6t tlieir executives, rep- 
resenting 34.1% of all executive personnel. Table 9 
shows executive participation by men and women by 
source and category of training. Table 10 ^ves the 
percentage of total participation by source and cate- 
gory while Table 11 provides the percentages of 
total participation by sex. While the total number of 
women executives receiving training is small, their 
participant ratio of 79.4% greatly exceeded the 
34.6% ratio for the men. 

The large majority of executives, 70%, at- 
tended some form of Administrative, Managerial and 
Supervisory training followed by Professional train- 
ing with 20% . The average course length for all cat- 
egories of training was 54 hours. 

TRAINING EXPENDITURES 

During FY 73, agencies reported expenditures 
of $215,369,951 for training, a decrease of 1% 
from comparable expenditures reported in FY 72. 
This is the first time that reported expenditures have 
decreased since FY 70 when cost data was first col- 
lected for all sources of training. Of this amount, 
53% was accounted for by staff salaries and the re- 
maining 47% was expended for non-salary items: 
tuition, travel and per diem, contracted services. 



* Includes dau from aicndet with teti tiiaii SOO pMrnancnt 
•iBpIoyect and tome penomiel counted under "Other Pay Sntemt" 
in other fcctIon> of this report, and 136 Foreim Service Omceri in 
AID not normally reported. 

'DaM on expenditures for Imemal tuition and b loks and materials 
were not rcauettcd. Comparisions with prior years were adjusted 
•ccprdingly. Some atcndes, however, did report this data. While not 
included the yna&rsU of thU section of the report, their daw are 
included in the tables in Appendix C. 



books and materials, rental of space, and other re- 
lated items. The average cost per paiticipant was 
$225, a decrease of $10 from the FY 72 average of 
$235. 

Non-Salary Expenditures 

Non-salary expenditures totaled $100,474,082, 
a decrease of 3.4% from FY 72*. The average 
non-salaty expenditure per participant was $105 in 
FY 73 compared to $110 in FY 72. This decrease 
in expenditures was accounted for by a decline in 
the travel and per diem expenditures for internal 
training of $11.8 million, or 24.2%. This decrease 
was sufficient to off-set increases in tuition payments 
of $5.3 million and other expenditures of $1.3 mil- 
lion. 

• 

Table 12 shows the distnbutlon of non-salary 
expenditures by type and source of trainhig. 

SiUary ExpenMtwres 

Salary expenditures for full and part-time per- 
sonnel engaged in agency traUiing activities totaled 
$1 14,895,869 in FY 73. This was an increase of 
$1.2 million, or 1.1% over the total for FY 72. 
With the increase in training participation, however, 
the average salary expenditure per employee trained 
remained constant at $ 1 20. 

• Full-Time Personnel Salary Expenditures 
FuU-Time salary expenditures of 
$100,688,144 were reported by 6,860 per- 
sonnel in the fdlowing categories: 
— ^Emi^oyees Development Specialists: 



Table 12. AGENCY NON-SALARY EXPENDITURES FOR TRAINING, FY 1973 

(IN DOLLARS) 



Perceat 















Percent 


Qiange 


Type of Expense 






Nongovernment 




of Total 


From 


Internal 


Interagency 


Short'Term 


Long-Term 


Total 


Expenditures FY 72 


Tuition and 
















Related Fees 


0 


9,979,630 


19,904,905 


2,102,258 


31,986,793 


31.8 


20.6 


Travel and Per 














36,008,108 


4,712,493 


9,675,225 


1,510,988 


51,906,814 


51.7 


-16.4 


Other 












Expenditures 


11,238,434 


670,725 


4,242,871 


428,445 


16,580,475 


16.5 


8.2 


TOTAL 


47,246,542 


15,362,848 


33,823,001 


4,041,691 


100,474,082 


100.0 


- 3.4 


Percent of Total 
















Expenditures .. 


47.0 


15.3 


33.7 


4.0 


100.0 






Percent Change 
















From FY 72 . . 


-17.8 


16.3 


14.5 


8.1 


-3.4 






Percent Change 
















From FY 67 . . 




239.6 


78.2 


22.7 


54.9* 







* Internal cxpcnditum not included in detenninatioa <A percemase . 
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Table 13. TRAINING EXPENDITURES BY SOURCE OF TRAINING: COST PER 
PARTICIPANT AND PER PARTICIPANT-HOUR, FY 1973 



Total Average 

Source of Expenditures Cost Per 

Training Participants (000,000) Participant 

Internal 677,840 121.2 $ 178.74 

Interagency 97,760 15.4 $ 157.15 

Non-Govemment 

Short-Tenn 181,613 33.8 $ 186.24 

Non-Govemment 

Long-Term 1,404 4.0 $2,878.70 

ALL SOURCES.. 958,617 174.4 $ 181.91 



2,320 personnel earned $39,284,176 in 
salaries 

— Instructors — $39,516,148 was earned by 

2,403 employees 
— Clerical and Administrative Support 3,137 
personnel in this category earned salaries 
totaling $21,887,820. 
The total of these expenditures represents an 
increase of $1.9 million, or 2%, over FY 72. The 
numbers of full-time training personnel, however, 
declined by 2.5% from 7,038 in FY 72 to 6,860 in 
FY 73. Their average salary was $14,677 in FY 73, 
up $600 from FY 72 which is accounted for by the 
Federal pay raise which went into effect in January, 
1973. 

While salary expenditures have risen over 
138% since FY 67, the average grade level of train- 
ing personnel has shown little change, rising from 
approximately GS-1 1 step 5 to a step 6. 
• Part-Time Salary Expenditures 
Part-time personnel, defined as employees 
who spend at least 25% of their time on 
training activities, worked approximately 
1,170 man-years and earned $14,207,725 in 
salaries, representing 12 4% of all salary 
expenditures and 14.7% of all man-years. 
The average salary increased 16.7% from 
$10,405 in FY 72 to $12,139 in FY 73. 

Expenditures by Source of Training 

The preceding discussion of salary and non-sal- 
ary expenditures does not provide an accurate pic- 
ture of the costs to the agencies of training an 
individual through a particular source of trainmg. 
Salary and non-salary costs must be combined to 
provide more accurate data on the costs per in- 
stance of training. Hence, for this analysis, the sal- 
ary expenditures for ittstructors and part-time train- 



Percent 
Change 
in Average 
Cost Per Participant 
Participant Man-Hours 
FY 72-73 (000,000) 

-5.7 32.2 

3.5 



5.4 



2.1 



8.6 
-3.36 



2.0 

7.1 
44.9 



Average 

Cost Per 
Hour 

$3.75 
$4.35 

$4.78 

$2.04 
$3.79 



Percent 
Change 
in Average 

Cost 
Per Hour 
FY 72- 
FY 73 

- 1.1 

10.1 



6.8 



9.7 
L7 



ing personnel were added to the non-salary 
expenditures reported for internal . training. Also 
added was one third of the salary expenditures for 
Employee Development Specialists and clerical and 
adfliinistrative support penKHinel. These additions, 
totaling $73,910,630, were made to off-set the ab- 
sence of internal tuition payments which in non- 
agency sources are primarily applied to training staff 
salaries. No salary additions were made to the non- 
salary expenditures of the other sources of training. 
Table 13 presents a breakdown of these adjusted 
expenditures by source, the average costs per partic- 
ipant and man-hour of trainhig, and the percentage 
changes from similar FY 72 expenditures that oc- 
curred during FY 73. 

Summary data on expenditures by source of 
training show the following highlights: 

• Internal 

— ^Non-salary expenditures for internal trac- 
ing totaled $47.2 million, a decrease of 
17.8% from the FY 72 total of $57.5 
million, and accounted for 47% of all ex- 
penditures, down from the 55.3% figure 
in FY 72. Assigned staff salaries of $73.9 
million, representing 64% of all salary ex- 
penditures, showed no significant change 
from FY 72. Adding the non-salary and 
assigned staff salary expenditures, the total 
cost of internal training was $121.2 mil- 
lion, a decrease of 7.9% from the FY 72 
total of $131.5 million. 

— Participation in internal training, on the 
other hand, decreased 2.3% and ac- 
counted for 70.7% of all training. The 
average cost per participant decreased 
$11, or 5.7%, from $190 in FY 72 to 
$179 in FY 73. 

— All of the decrease in expenditures was 
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FIGURE 11: DISTRIBUTION OF FULLTIME PERSONNEL 

BY CATEGORY, FY 1973 




FIGURE 12: TOTAL FULL-TIME TRAINING PERSONNEL 
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due to a drop of 24.2% in travel and per 
diem payments which accounted 'for 
76.2% of ail internal non-salary expendi- 
tures. 

• Interagency 

—Expenditures for interagency training in- 
creased 16.3% or $2.2 million, over thf 
FY 72 total of $13.2, while participation 
increased by 10.3% The average expendi- 
ture per participant increased S.4%, from 
$149 in FY 72 to $157 in FY 73. 

— 78% of this increase was due to increased 
.tuition payments, which rose to an aver- 
age of $102 per participant from $93 in 
FY 72. 

• Non-Government Short-Term 

— ^Expenditures for this source of training 
increased 14.5%, or $4.3 million over FY 
72. The average cost per participant in- 
creased by 2.1%, or $4, to $186 while 
participation increased by 12.1%. 

— Increases in tuition payments accounted 
for 78% of this increase and resulted in 
an average tuition of $102 per participant, 
up $9 from FY 72. 

• Non-Government Long-Term 

— ^Non-Government long-term expenditures 
increased 8.1%, or $300,000 over FY 72. 
Participation, on the other hand, remained 
nearly constant, decreasing by only 7 par- 
ticipants to 1,404. The average cost per 
participant increased 8.6% to $2,879 over 
the FY 72 average of $2,650. 

— 60% of the increase was due to increased 
payments for tuition which resulted in an 
average tuition in FY 73 of $1,497, up 
10% from the FY 72 average of $1,362. 

DISTRIBUTION OF FULL-TIME 
PERSONNEL 

The distribution of full-time training personnel 
by category is illustrated in Figure 11. The propor- 



tion of personnel in each category remained rela- 
tively constant from FY 72 to FY 73, the only 
change being a decrease of two percentage points 
for instructors and a corresponding increase for Em- 
ployee Development Specialists. The total number of 
personnel, however, fell from 7,038 in FY 72 to 
6,860 in FY 73, a decrease of 2.6% which is re- 
flected in a decline of 229 in the number of instruc- 
tors. 

Changes in the total number of full-time per- 
sonnel by category for the period FY 67 to FY 73 
are illustrated in Figure 12. 

The ratio of full-time personnel for each 1,000 
Federal employees decreased slightly from 3.36 in 
FY 72 to 3.34 in FY 73. The long range trend 
however, has been an increasing number of training 
personnel relative to Federal employee population. 
These data are shown in Table 14. 



INTERGOVERNMENTAL TRAINING 

During FY 73, 22 agencies reported providing 
training to 44,608 employees of State and local gov- 
ernments. This is an increase of 2% over the FY 72 
total of 43,711 participants. Table 15 gives the 
numbers of State and local participants by agency 
and the percentage changes that occurred during FY 
73. 

The numbers of participants attending training 
on a reimbursable basis increased 37.6%, from 
13,053 participants in FY 72 to 17,959 in FY 73 
and accounted for 40% of all participants, up from 
30% in FY 72. The Civil Service Commission rep- 
resented 88% of the increase in reimbursable train- 
ing. Training provided at no cost to the participant 
declined 15%, from 30,658 participants in FY 72 
to 26,649 in FY 73 and accounted for 60% of all 
State and local participants, down from 70% in FY 
72. 



Table 14. RATIO OF FULL-TIME PERSONNEL BY CATEGORY FOR 
EACH 1,000 FEDERAL EMPLOYEES-FY 1967 TO FY 1973 



Employee Development 

Specialists 

Instructors 

Support Personnel . . . . 
ALL 

CATEGORIES 



1967 


1968 


1969 


1970 


1971 


1972 


1973 


.81 


.76 


.92 


.96 


1.02 


1.07 


1.13 


.99 


1.11 


1.25 


1.18 


1.25 


1.26 


r.i7 


.66 


.60 


.88 


.96 


.97 


1.03 


1.04 


2.49 


2.47 


3.05 


3.10 


3.24 


3.36 


3.34 
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TaUe 15. INTERGOVERNMENTAL TRAINING PARTICIPATION AND MAN-HOURS 

BY AGENCY, FY 73 

. Agency 

Agriculture 

Commerce 

Army 

Navy 

Air Force 

Other Defense 

HEW 

HUD 

Interior 

Justice * 

Labor 

Transportation 

Treasury* 

AEC 

CSC 

EEOC 

EPA 

GSA 

NASA 

NAT CRED UNION 

SEC 

VA 

TOTAL 



State 


Local 






TO woange 11 


Total 


Total Man-hours 


From 


3,073 


396 


3,469 


112,136 


- 14.5 


402 


40 


442 


16,553 


30.0 


36 


104 


140 


2,252 


- 79.8 


7 


122 


129 


3,776 


13.2 


35 


14 


49 


3,378 


4.3 


4 


5 


9 


234 


- 66.7 


3,391 


2,103 


5,494 


125,254 


- 14.2 


24 


255 


279 


6,334 


~ 63.6 


1,352 


895 


2,247 


125,052 


173.4 


325 


5,588 


5,913 


295,004 


19.0 


— 


taw 


1,717 


96,924 


- 18.2 


2,333 


238 


2,571 


74,324 


27.8 


86 


189 


275 


17,732 


- 78.0 


0 


9 


9 


72 




— 


*- 


15,702 


452,000 


32.0 


352 


348 


700 


25,200 




1,802 


1,671 


3,473 


183,593 


- 30.0 


34 


160 


194 


2,345 


- 13.8 


1 


33 


34 


484 


183.3 


44 


0 


44 


1,324 




133 


260 


393 


6,772 


424.0 


1,156 


169 


1.325 


8,329 


~ 54.0 






44,608 


1,550,743 


2.1 



^Excludes 320*084 State and Local police trained by FBI; Man*hour Toul excludes FBI 

* Excludes 41,242 State and Local participants In Alcohol, Tobacco & Firearms Division training 



Q 20 



il. ACCOMPLISHMENTS THROUGH 
AGENCY TRAINING ACTIVITIES 

The preceding section answered broad ques- 
tions concerning costs, volume and to some extent, 
the subject areas of training. Statistics, however, 
cannot illustrate the why of training or the benefits 
received. A decision to train is not made in a vac* 
uum, it is intended to serve the goals and missions 
of the trainee's agency by providing him with new 
skills and abilities or strengthening and refreshing 
old ones. In their reports to the Civil Service Com- 
mission, agencies have provided specific examples of 
employee training which have contributed to the 
ability to carry out the missions of the agency or to 
respond to Congressional and Executive mandate. 
The examples given below are representative of all 
Federal training activity and have been grouped 
under the following broad categories: 

• Executive, managerial and supervisory 
training, 

• Labor management relations training, 

• Upward Mobility and equal emplcyyment 
opportunity training, 

• Environmental training, 

• Law enforcement and security training, and 

• Improving the management of training. 

EXECUTIVE, MANAGERIAL, AND 
SUPERVISORY TRAINING 

• A special Government Management Semi- 
nar, conducted under contract, was offered 
for incumbent executives of the Headquar-* 
ters. Department of the Army staff and 
*'high potential" GS 15's. The seminar was 
based on the premise that information is 
basic raw material of management and that 
working with information effectively is a crit- 
ical management skill. The seminar pre- 
sented a set of ideas about how to organize 
and use information in solving problems and 
making decisions. The objective of the pro- 
gram was to provide participants with a sys- 
tematic approach to making decisions. The 
seminar consisted of three major segments: 
first, a pre-course period of study and prepa- 
ration; second, a five-day lecture/workshop 
course with primary emphasis placed upon 
the application of concepts; and third, a fol- 
low-up period of guided application assign- 
ments. 

• To improve the performance of their cur- 
rent duties, the night force janitorial 
supervisors of the Department of Com- 



merce's National Bureau of Standards were 
participants in a series of seminars called 
''Effective Communication for Supervisors." 
As a result of the training, these first-Iine su* 
pervisors gained insight hito interpersonal re- 
lationships, employee motivation, and the ef- 
fects of various modes of communication 
between employee and employee, and em- 
ployee and supervisor. The supervisors 
found a common ground with each other 
based on sharing common problems and par- 
ticipating in various group exercises illustrat- 
ing the methods of communicating. 

• Greater emphasis on all aspects of EEO 
are brought out in a course called Basic Su- 
pervision and Communications for Managers 
conducted by the Department of Agriculture. 
In addition, a course in cultural awareness 
has been developed as a result of the efforts 
and experiences of Southwestern Re^on 
managers. This course provides insight mto 
the culture and mores of the Hispanic/Indian/ 
Negro people with presentations, film, panel 
discussions and lectures. A better under- 
standing of the multi-cultured society of the 
Southwestern Regton has been evidenced by 
graduates of the course. 

• All levels of supervisors continued to par- 
ticipate in a 40-hour course. Human Side of 
Management, offered by the OflSce of the 
Secretary, Department of Labor. Participants 
increased both their insights into group be- 
havior patterns and their overall effectiveness 
in dealing with human resources in organiza- 
tions. 

EQUAL EMPLOYMENT OPPORTUNITY AND 
UPWARD MOBILITY TRAINING 

• During FY 73 the Air Force began an in- 
tensive program to identify under-utilized 
lower giade employees and to provide them 
with basic education and training. Under a 
strictly voluntary program, 273 of the identi- 
fied employees were tested for remedial edu- 
cation needs in reading, writing, and arith- 
metic. As a result of the test, 41 employees 
were placed in remedial reading and writing 
courses and 107 employees were placed in 
remedial math courses. The courses began in 
June 1973 and will continue until profi- 
ciency is gained. 

• Traditional programs were continued to 
provide equal opportunity for the develop- 
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mem and advancement of women and mi-* 
nority employees of the Agency for Interna- 
tional Development. For example, additional 
or revised inputs were included in the 
orientation, managerial and supervisory 
training programs to emphasize the supervi- 
sor's responsibility for initiative in this area; 
upward mobility, on-the-job training, and 
Federal after-hours and on-campus programs 
were continued. 

• The Department of Commerce offered, for 
the first time, an on-site Upward Mobility 
College Program. Central Michigan Univer- 
sity conducted all courses during working 
hours in the Main Commerce Building. Uti- 
lizing intensive seminar approach, the course 
required that students register and receive 
reading materials and assignments approxi- 
mately one month prior to the first class day. 
Students then received 35 hours of class- 
room lectures condensed into a period of 

. time ranging from one to three weeks. The 
curriculum included the following three- 
semester hour courses: Basic Business Ad- 
ministration; Business Psychology; Business 
Mathematics; and Economics I and II. Par- 
ticipants were selected by operating units 
from among the non-professional work-force 
in grades GS-7 and below. Seventy-six stu- 
dents successfully completed one or more of 
the courses. All costs were paid by the De- 
partment. 

• In the Federal Trade Commission, Upward 
Mobility efforts have been increased by of- 
fering stenographic training in anticipation of 
staffing needs, and by providing an Educa- 
tion and Training Component for educational 
oppoitunities beyond the normal job-related 
training areas. This component is available to 
non-professional employees in grades GS-7 
and below and wage board equivalents to 
provide them the maximum opportunity for 
advancement. 



LABOR MANAGEMENT RELATIONS 
TRAINING 

• In the Department of Health, Education 
and Welfare, a 32-hour Collective Bargain- 
ing Simulation course was held for 10 mem- 
bers of the Management Negotiating Team 
of the Office of the Secretary. The "live" 
training was designed so that the group 
could be split into management and union 



teams. Each team had to be thorou^ly fa** 
miliar with its respective roles, situations, 
worksheets and support informadon. The 
course was designed to enable participants to 
develop strategies, proposals and counterpro^ 
posals. Actual negotiations were conducted 
in later sessions. 

• The Department of the Air Force made a 
concentrated effort to train supervisors in 
their responsibilities in a labor-management 
relations program. In thirteen sessions 360 
civilian and military supervisor were 
trained. Maintaining a fully trained manage*- 
ment negotiating team within the Depart- 
ment has been a problem due to retirements 
and transfers of military personnel. How- 
ever, every effort has been made and will 
continue to be made to trafai new members 
immediately upon assignment to the team. 

• The Labor-Management Relations Special- 
ist at the Department of Transportation's 
Third Coast Guard District conducted three 
one-day labor-management relations semi- 
nars at Governors Island for supervisory 
personnel. The objectives of the program 
were to develop an appreciation of labor- 
management precepts in both the private and 
Federal sector; inform attendees of the intent 
of Execuutive Order 1 1491, as amended; fur- 
nish an understanding of their responsibil- 
ities with respect to labor-relations affairs; 
and acquaint them with the sources of assist- 
ance in dischar^ng their labor-relations obli- 
gations. Attending these seminars were 18 
civilian and 33 military supervisors from 
various bases, marine inspection offices, and 
other installations. 



ENVIRONMENTAL TRAINING 

• The I National Aeronautics and Space Ad- 
ministration's Lewis Research Center pre- 
sented an in-house course entitled ''The 
Technological Challenge of New Energy 
Sources''. The sludents considered current as 
well as potential energy sources. Representa- 
tives of the various utilities and of the coal 
industry were invited to address the class, 
and field trips were arranged to a strip nune 
and to a controversial nuclear power plant 
under construction. Also studied were the 
more exotic potential energy sources — solar 
power, energy from the wind and tides, and 
energy from geothermal sources. 



• Several training programs, both internal 
and interagency, were utilisaed to assist em- 
ployees of the Department of the Interior's 
Bureau of Reclamation in keeping abreast of 
technological advances and maintaining pro- 
ficiency in various specializations. The most 
notable example was a three-day seminar 
conducted by personnel of the Upper Colo- 
rado re^on in multiple-objective planning 
procedures. Forty re^onal employees partici- 
pated in the seminar which was designed to 
articulate procedures to meet chan^ng pub- 
lic values and priorities in the field of water 
and related resources. This training should 
prove extremely valuable in plan formulation 
and economic evaluation of water resource 
development projects. 

• As a result of one Environmental Educa- 
tion Workshop held last year by the Depart- 
ment of Agriculture, nine more were pre- 
sented this year. Each of the 650 
participants was eligible for two hours oi 
graduate-level college credit. The workshop 
helped establish cross communication with 
other agencies, schools and special interest 
groups. In addition, skills were developed in 
Informhig and involving the public in envi- 
ronmental activities and creating an environ- 
mentally literate public. 

LAW ENFORCEMENT AND SECURITY 
TRAINING 

• The National Park Service's training pro- 
gram gave continuing emphasis to law 
enforcement training for its Rangers and su- 
pervisors who have law enforcement respon- 
sibilities. Results have been reflected in a de- 
creasing crime rate and a higher peicentage 
of closure on cases even though visitation to 
National Park areas is increasing. Statistics 
show a "turn-around" in the rate of crimes 
committed during the past two years and the 
overall decrease is attributed, at least in part, 
to better trained personnel. 

• On January 26, 1973, the first class of 
local law enforcement officers and Federal 
Aviation Administration Security Specialists 
received approximately 40 hours of training 
at the Transportation Safety Institute, Okla- 
homa City, Oklahoma, in airport ground se- 
curity techniques. The curriculum consisted 
of Federal Jurisdictions and Relationships, 
Legal and Psychological Aspects of Aviation 
Security, Detection Devices, Passenger 
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Screening, Baggage Security, Aviatkm Ex- 
plosives, Security, Airport Operations and 
Communications, Physical Security Meas- 
ures, Security Surveys, and Passenger/Law 
Enforcement Relationships. Indications are 
that the original requirement for 625 person- 
nel to receive this training may be expanded 
to accommodate industrial and international 
personnel interested in attending the course. 

• In the Department of Justice, the Bureau of 
Prisons' previously initiated programs in 
counseling were strengthened. In addition to 
counselors, each institution is trainfaig other 
personnel hi these skills. Within two years, 
virtually all of the Bureau's employees will 
be given at least 40 hours of this training. 

• As a result of the country's increased con- 
cern over the use of narcotics and dangerous 
drugs, a great emphasis is placed on the 
topic of **Narcotic Detection, Identification 
and Seizure" in the Inspector Training Pro- 
gram of the Department of the Treasury. 
This emphasis has had immediate and con- 
tinuing positive results, as indicated by the 
high number of interceptions of narcotics 
and dangerous drugs made by personnel in 
the field following their training at the Na- 
tional Training Center. 

IMPROVING THE MANAGEMENT OF 
TRAINING 

Activities in this category are not examples of 
training per se but examples of agencies' efforts to 
more efficiently and effectively carry out their train- 
ing role. As such, the following examples relate to 
all types of training and the purposes for which such 
training is j^ven. 

• The Social Security Administration of the 
Department of Health, Education and Wel- 
fare developed and implemented a complete 
"plan-perform-report" training cycle as an 
aid to management in planning and schedul- 
ing training activities. This plan, coupled 
with regular quarterly reports produced from 
the SSA-Personnel-Training Data System, 
rounds out the training cycle. Fuller integra- 
tion with the budget-planning-performing-re- 
porting cycle will be the next step to make 
training a more effective management tool. 

• The U.S. Army Finance Support Agency 
cooperated with the Civil Service Commis- 
sion's Bureau of Training by functioning as 
a test site for validating a new Training 
Value Model. The model attempts to predict 



the value of training in economic tenns. Two 
organizational units were selected for on-site 
application of the Model. In one case, re- 
sults showed training would not eliminate 
the problem. In the other case, it was deter- 
mined that formal classroom training would 
produce substantial savings. These results 
were so impressive that the Agency intends 
to further develop their ability to use the 
model. Its use should make a significant con- 
tribution to the effective use of training by 
managers in improving the performance of. 
their organizations. 

The Air Force Academy conducted a series 
of three-hour meetings with groups of em- 
ployees in which functional chiefs briefly ex- 
plained the personnel program and answered 
questions. This was in support of an effort to 
improve communication with the work force, 
primarily lower graded employees, and to 
explain precisely what EEO and Upward 
Mobility mean and do not mean. Job Ele- 
ment, EMR, Merit Promotion and Training 
were covered. To date, meetings have been 
held with about 600 employees. Each em- 
ployee who so desires has been ^ven the op- 
portunity to make an individual appointment 
to discuss career goals and develop a realis- 
tic plan to meet the goals. 
In order to better inform employees of the 
many training opportunities available to 



them. The Domestic and Intematlond! Busi- 
ness Administration of the Department of 
Commerce assembled a 'Training Opportun- 
ities Manual'* for distribution to the operat- 
ing units and training coordinators. Upon re- 
quest, many individual emptoyees received 
the manual, which includes a statement of 
employee responsibilities and obligations 
concerning training; an explanation on how 
to complete "Application for Trahihtg** 
forms; and a description of each course and 
development program. The **Long Term 
Training Opportunities** booklet was assem- 
bled in a similar fashion and distributed to 
all operating units. 

• The Department of Agriculture has drafted 
a Career Planning Guide which covers posi- 
tions in seven career ladders with alternative 
positi(Mis at each phase yi\(taa the career 
ladders. The career ladders provide informa- 
tion on job outline and level of responsibility, 
skills and abilities needed to do the job, 
training and experience needed to qualify for 
the position, and the method of selection to 
fill the position. This information is provided 
for each step in the career ladder and is de- 
signed as an aid to supervisors and employ- 
ees in preparing training and career develop- 
ment plans. The material is expected to be 
ready for use in the second half of 1973. 
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^ "it TRAINING ACnVITIifiS OF THE 
VS. CIVIL SERVICE COMMISSION 

The responsibilities of the Civil Service Com- 
mission in the area of training, as defined by law 
and Executive Order S can be grouped into two 
broad categories under which specific functions and 
cesponsibilities can be placed as follows: 

• To provide managers and training special- 
ists with the means to effectively and 
efficiently manage and operate the training 
functions of Government through: 

Regulations and Guidance, 
Methods, Tools, Techniques and Mate- 
rials, 

Consultation, Assistance, Coordination 
and Information Services, and 
Specialized Training and Development; 

• To improve the qualifications of individuals 
in the governmental workforce through: 

Direct Course Delivery and Assistance to 
both Federal and State and local employ- 
ees, and 

Guidance on Self-Training. 
The following material describes tiie principal 
activities of tiie Commission during FY 73 to carry 
out these responsibilities. 

REGULATIONS AND GUIDANCE 

Upward Mobility-— The Equal Employment 
Opportunity Act of 1972 placed additional respon- 
sibilities on Federal agencies and the Civil Service 
Commission for assuring equal employii.ent oppor- 
tunity in the Federal service. One of these respon- 
ribilities was the submission of an aimual equal em- 
ployment opportunity plan to the Civil Service 
Cbmmission for review and approval. These plans 
are to include provisions for the estaMishment of 
training and education programs designel to provide 
a maximum opportunity for employees to advance 
so as to perform at their highest potential. In sup- 
port of tills responsibility, the Civil Service Commis- 
sion issued FPM Letter 713~22 (October 4, 1973), 
which describes the requirements for the submission 
these plans. 

Worker-Trainee Opportumties--Wit)i the 
close-out of funding for the Public Service Careers 
program as of June 30, 1973, tiie Civil Service 
G)mmission began the development of plans for a 
follow-on program. This effort has resulted in tlie 
Worker-Trainee Opportunities program which was 
announced in CSC Bulletin 713-31 on Apri' 27, 



> Chapter 41. Titie S. United States Code and ExecuUve Order 
UMS, AprU 20. 1967. 
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1973. To assist agencies in implementing thit pro* 
gram, a Worker-Trainee Opportunities Operations 
Manual has been developed for distribution to agen- 
cies in FY 74. 

Disincentives to Effective Employee Training 
and Development— A study of the proper utilization 
of employees through effective training and develop- 
ment was undertaken by the Civil Service Commis- 
sion's Utilization Committee. The purpose of tiie 
study was to identify disincentives to effective em- 
ployee training and development and to propose 
basic structure and system changes, if practical, or 
seek and recommend means of offoetting identified 
disincentives. The study investigated situations (1) 
which act as impediments to effective training and 
development, (2) are common to all Government 
agencies, and (3) for which reasonable solutions 
could be proposed. The study was not limited solely 
to training systems and structures but included an 
examination of related areas of management, such 
as manpower planning and budgeting, which affect 
training. This research effort uncovered a complete 
process of disincentives operating at all levels in an 
organization and derived a number of action items 
which the Commission will undertake to diminish 
these disincentives. It is hoped that individual agen- 
cies will take a serious look at their own operations 
to determine what efforts they might make toward 
overcoming tiiese impediments to effective training 
and development. Copies of the report may be ob- 
tained from tile Training Management Division, Bu- 
reau of Training, United States Civil Service Com- 
mission. 



CONSULTATION, ASSISTANCE, 
COORDINATION AND INFORMATION 
SERVICES 

Expansion of the Central Personnel Data File 
— In addition to the requirement that agencies 
submit an annual equal employment opportunity 
plan to the Civil Service Commission, the Equal 
Employment Opportunity Act of 1972 also requires 
the pubiication of progress reports on all agency 
equal employment opportunuity programs. These re- 
quirements have necessitated an expanded statistical 
data base to produce more efficiently the required 
reports and data on which evaluations of agency 
programs could be made. This was accomplished 
through the expansion of the Central Personnel 
Data File (CPDF), maintained by tiie Civil Service 
Commission. To provide more complete coverage, 
data on training was included in tiiis expansion. The 
training data to be collected include the "tradi- 
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tional" elements of : ( 1 ) type and source of training 
(but in more detail than in prior years), (2) direct 
and indirect costs of training (books and tuition and 
fees, and travel and per diem respectively)^ and (3) 
length of training (on-duty and off-duty hours will 
be compiled separately). Included for the first tUne 
will be the purpose of training and special interest 
programs. Two such special interest programs have 
been defined for inclusion into the CPDF: Supervi- 
sory Training and Executive Development. Guide- 
lines for identification of equal employment training 
are currently under development. These new report- 
ing requirements became effective on July 1, 1973. 
By matching these training data against the other 
personnel data contained in the CPDF, a much 
more detailed and accurate picture of Federal train- 
ing activity will be obtainable. 

Upward Mobility — The first two sessions in a 
series of Upward Mobility Round Tables were con- 
ducted during FY 73. These discussions are de- 
signed to provide agencies with an opportunity to 
share experiences and solve common problems on 
the role of training and education in upward mobil- 
ity. Initial sessions dealt with the selection of train- 
ees for upward mobility programs. Four upward 
mobility ''Showcases'* were also presented during 
FY 73. Designed to provide agencies with an oppor- 
tunity to exchange ideas and experiences in the 
planning and implementing of upward mobility pro- 
grams, these first presentations featured the upward 
mobility programs of the Department of Commerce, 
General Services Administration, the Health, Educa- 
tion and Welfare Audit Agency, and the Naval Air 
Station/Naval Air Test Center. 

Financial Management Intern Program — In 
cooperation with the Joint Financial Management 
Improvement Program Task Force, the Civil Service 
Commission developed a model financial manage- 
ment intern program. The model has been distrib- 
uted to all Federal agencies for their use in estab* 
lishing or improving career intern programs in 
financial management. 

I AG Committee on Development and Training 
— The Committee was established in FY 1972 as a 
means of developing more effective communicatioti 
among Federal employee training activities and to 
aid the Civil Service Commission to more effectively 
assist agencies in training and development activi- 
ties. Fully operational during FY 73, the accom- 
plishments of the committee include a series of 
seminars on executive development and training; a 
Training ''Showcase'* on a New Modular Supervi- 
sory Training Program; progress toward develop- 
ment of a Government-wide standard form for train- 



tog transactions to serve both agency infbrmatlQii 
requirements and provide a source for data to be 
submitted to the Central Personnel Data File; plans 
for a major Instructional Technology Conference 
which was held in September, 1973; and guidelines 
on ''Changes in Regulations Governing Waivers of 
Limitation on Amount of Training in Non<<}ovnn* 
ment Facilities in a Decade of Service" issued as 
FPM Letter 410-14, 

Resource Publicattdns—niie Civil Service 
Commission issues a wide variety of training re- 
source and information publications for use by Fed- 
eral training officials. Five new publications were 
released during FY 73: ''Executive and Manage- 
ment Training: Course Listings and Descriptions,'' 
''Directory of Instructional Programs in Supervision 
and Management Training,'* "Long-Term Trainin^f ' , 
"Education for Public Management", and "Informa- 
tion on Foreign Language Training Courses in the 
Federal Government." These and other current pub- 
lications are described in Appendix D of this report. 

DIRECT COURSE DELIVERY AND 
ASSISTANCE 

In FY 73, the Civil Service Commission's na- 
tionwide network for the delivery of training ^ntin- 
ued to expand its eflforts to be responsive to the ever 
growing needs of Federal, State and local 
governments for better trained employees. In FY 
73, a milestone was reached when the Commission 
provided training for 112,872. government employ- 
ees — the first time more than 100,000 people re- 
ceived training from the Commission in one year. 
Of those participants, 97,170 were Federal employ- 
ees and 15,702 were employees of State and local 
governments. These totids represent increases of 
17% in Federal employee participation and 32% in 
State and local employee participation over FY 72. 
Participant data for the years 1965 to 1973 are il- 
lustrated in Figure 13. 

During FY 73, the Commission planned and 
carried out a number of specific actions to support 
and encourage agency trainmg efforts in Upward 
Mobility, Equal Employment Opportunity, Execu- 
tive Management and Development and other areas 
of Government-wide interest and concern. The fol- 
lowing e'^amples are illustrative of these activities: 

Upward Mobility — Based upon the success 
during FY 72 of the South-west Intergovernmental 
Training Center at San Antonio, the Commission 
decided to expand upward mobility training 
throughout the existing network of training facilities, 
including Area Offices and Regional Training Cen- 
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FIGURE 13: TRENDS IN CSC INTERAGENCY TRAINING 
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ters. In addition to skills courses for lower grade 
employees, courses for supervisors and managers 
were updated to ensure that management responsi- 
bilities for this vital area were fully understood. 
Also, the Southwest Intergovernmental Training 
Center began an outreach program, taking its train- 
ing courses on-site to locations other than San Anto- 
nio. 

In Washington, D.C., the Communications and 
Office Skills Training Center conducted a total of 
141 sessions of 13 courses designed to promote the 
upward mobility of employees in the lower grades. 
The sessions were attended by 3,155 participants. 
Included among the 13 courses are four new courses 
developed and run for the first time in FY 1973. 
Similar training was also conducted through each of 
the ten Regional Training Centers. The Automatic 
Data Processing Management Training Center of- 
fered 10 separate ADP skills training courses in the 
three areas of computer operation, programmer aid, 
and card punch operation. There courses were of- 
fered specifically to provide upward mobility oppor- 
tunities in computer-related occupations for lower 
graded public employees. Forty-five sessions of these 
skills training courses were conducted for 267 par- 



ticipants. In addition, the Center provided training 
for 476 other low-graded employees (GS 7 or 
below) in Basic Introduction to Computers and 
ADP. 

Equal Employment Opportunity — Courses and 
handout materials were updated to reflect the regu- 
latory changes brought about by the Equal Employ- 
ment Opportunity Act of 1972. 

"TTie Federal Women's Program Coordinator: 
A Symposium** was developed and conducted four 
times in Washington, D.C., for 212 participants. 
This course, a three-day live-in seminar, is now 
available nationwide and is being offered by each of 
the ten Regional Training Centers. 

As part of the continuing effort to conduct ad- 
ditional course sessions aimed at assisting agencies 
to make and improve their EEC affirmative action 
plans, the Equal Employment Opportunity Training 
Institute staff maintained close liaison with the Fed- 
eral Office of Equal Employment Opportunity. Dur- 
ing FY 73, three sessions of the "Affirmative Action 
Planning*' were held for a total of 214 participants. 

Other significant EEO training accomplish- 
ments in FY 73 included: 

— Complete revision of the "EEO Counselor's** 
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eoune. Thli new coune was tested several times 

with great success. A hand<off paclcage was develop- 
ment for use by agency EEO trainers. 

— complete revision of "Investigating Com- 
plaints of Discrimination" was completed and new 
course materials were developed. 

—"Upward Mobility: Program Planning and 
Implementation," a new course, was developed and 
successfully tes^?d. 

—"The Manager's Role in EEO" was revised 
and a new course package has been printed. 

—A irainers* module on the EEO complaint 
system was prepared with an accompanying slide- 
tape presentation. Two additional modules were also 
started in FY 73 and should be available in eariy 
FY 74. 

Labor Relations Training-— The Labor Rela- 
tions Training Needs Survey was developed and dis- 
tributed to agencies through FPM Bulletin No. 
410-75 to assist agencies to measure management's 
labor relations training. The Labor Relations Train- 
ing Center of the CSC made revisions to all its 
courses when significant changes occurred m bar- 
gaining within the Federal sector. The results of the 
Scope of Bargaining Study, and the decisions of the 
Federal Labor Relations Council, Federal Service 
Impasses Panel and Assistant Secretary of Labor 
were included in all pertinent courses. 

The Center has developed or tailored couraes 
to meet the special needs of agencies. Courses were 
designed, developed and conducted for ten agencies, 
including: Internal Revenue Service, State Depart- 
ment, Agency for International Development, Naval 
Ships Research and Development, General Services 
Administration, Office of Education, and one for 
managers in State and local governments. In addi- 



Uoa, the Center revised five cotuiet foruie by other 
Federal, State and local government agencies. It also 
planned and arranged for the development of three 
films concerned with labor relations: Anatomy of a 
Grievance, Arbitration of a Grievance, and At the 
Table. 

Management Training— Daxiag FY 73, consid- 
erable emphasis was placed throughout the Commis- 
sion's training system upon management trainhig 
ranging from first line supervisors to top career ex- 
ecutives and specialized training in nearly every staff 
area: personnel management, budget and finance, 
data processing, labor relations and many others. 

The Executive Seminar Center curriculum was 
reshaped to meet CSC-OMB priorities for manage- 
rial and executive training. Greater emphasis has 
been given to program planning, implementation 
and evaluation. The capacity of present Centers was 
expanded from the S8 sessions given during FY 73 
to 64 sessions in FY 74. All six of the added ses- 
sions are in courses deaUng with "hard" manage- 
ment subjects. 

State and Local Training—To meet the trab- 
ing needs of State and local governments, four new 
courses were developed for State and local financial 
management specialists. The San Francisco Region 
developed two new "Government Bookkeeping" 
courses — one for State employees and one for those 
in local governments. The Philadelphia Region de- 
veloped a course on grants management for State 
and local employees. This course will cover the lat- 
est developments on revenue sharing. In addition, 
the Seattle Region developed the course "Supervi- 
sion in the Public Service" for the trahihig of first- 
line supervisors. All four of these courses are sched- 
uled for hand-off to trahiers in State and local 
governments eariy in FY 74. 
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APPENDIX A 
AGENCY ABBREVIATIONS 



AGENCY ABBREVIATION 

Agency for International Development AID 

Agriculture, Department of ^GRIC 

Air Force, Department of AF 

Army, Department of ARMY 

Atomic Energy Commission AEC 

Qvil Aeronautics Board CAB 

Civil Service Commission CSC 

Commerce, Department of COMMERCE 

Cost of Living Council COLC 

Defense Agencies, Other - OTHER DEFENSE 

District of Cblumbia Government DC GOVT 

Environmental Protection Agency EPA 

Equal Emjdoyment Opportunity Commission EEOC 

Federal Communications Commission FCC 

Federal Home Loan Bank Board FHLBB 

Federal Power Commission FPC 

Federal Trade Commission FTC 

General Accounting Office GAO 

General Services Administration GSA 

Government Printing Office GPO 

Health, Education, and Welfare, Department of HEW 

Housing and Urban Development, Department of HUD 

Interior, Department of the INTERIOR 

Interstate Commerce Commission IOC 

Justice, Department of JUSTICE 

Labor, Department of LABOR 

Library of Congress LIB CONG 

National Aeronautics and Space Administration NASA 

National Capital Housing Authority NAT CAP HOUSING 

National Credit Union Administration NAT CREDIT UNION 

National Labor Relations Board NLRB 

National Science Foundation NSF 

Navy, Department of •. • • • NAVY 

Office of Management and Budget OMB 

Panama Canal Company/Canal Zone Government . . PANAMA CANAL 

Railroad Retirement Board RET BD 

Securities and Exchange Commission SEC 

Selective Service Commission SEL SVC 

Small Business Administration SBA 

Smithsonian Institution SMITH INST 

Soldiers Home, United States SOLDIERS HOME 

State, Department of STATE 

Transportation, Department of TRANS 

Treasury, Department of TREAS 

Veterans Administration VA 
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AGENCY SUMMARY TABLES 



EXPLANATION OF ITEMS ON SUMMARY TABLES 

AVAILABLE MAN-HOURS * The number of man-hours worked and availablt; for traifling 

(1,816 hours per employee). 

PARTICIPANTS ' The number of training participanu reported by the agency. 

PARTICIPANT MAN-HOURS ' The number of training man-hours reported by the agency. 

PARTICIPANT RATIO (%) Training participants divided by grade group population (the per- 

centage figure is shown). 

MAN-HOUR RATIO (%) Training man-hours divided by available man-hours (the percent- 

age figure is shown). 

LAST YEAR'S MAN-HOUR 

RATIO (%) The man-hour ratio for FY 1 972. 

% CHANGE FROM LAST YEAR ... The percentage change in the man-hour ratio from FY 1972 to 

FY 1973. 

% OF AGENCY POPULATION The percentage of total agency population made up 1^ Uie grade 

group. 

% OF AGENCY PARTICIPANTS ... The percentage of total training participants made up by the grade 

group. 

% OP AGENCY MAN-HOURS The percentage of training man-hours received by the grade group. 

AVERAGE EMPLOYEE HOURS 

SPENT IN TRAINING FY 73 Training man-hours divided by grade group population. 

AVERAGE HOURS OF TRAINING 

PER PARTICIPANT The average lengUi of a training session for each participant. 

< Population data, not tivca on the tabic*, was obtained from the Central Personnel Data File at it read on November 30. 1973. 

* Excluded were local foreign naUonal participanu and man«hour* reported under "Oitvr Pay SyHcms" by tbc Air Force and Navy. Dau on 
foreign natiobtU trained by tne Army was not readily available. Since most of the training reported under "Other Pay Systems" by the Amy has 
historically bi«n Foreim Nationals, the cautory of "Other Pay Systems for the Army, and iu employee population, were deleted from the calcula- 
tions. The subtractions made under "Other Pay Systems" are as follows: 

PARTICIPANTS MAN-HOURS 

M W T M W T 

Amty 23.113 6,955 33,06g 946.090 213,715 U59.I05 

196 24 220 2,960 664 3,624 

AJf Force 5,236 M16 6.652 179,799 47,319 227,IW 
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APPENDIX D 



TRAINING RESOURCE PUBLICATIONS 



Except where otherwise noted, the following 
publications are available through the Government 
Printing Office. 

L Interagency Training Catalog of Courses. 
Training programs open to Federal, state, 
or local government employees are de- 
scribed in this catalog. Intended primarily 
for the Washington, D.C. area clientele, it 
contains descriptions of courses and pre- 
requisites for enrollment for courses of- 
fered by a number of Federal agencies. 
Similar information about interagency 
training courses is available from the Re» 
giona! Training Centers for the geographic 
areas served by the ten Regional Offices 
of the Civil Service Commission. 

2. Interagency Training Courses Calendar. 
Lists of courses to be offered during each 
quarter are published in this calendar. It 
also includes descriptions of courses that 
have been developed since the publication 
of the Interagency Training Catalogue and 
infonnation about dates, costs, locations 
and offices to contact for registration or 
enrollment information. This publication 
is not available from the Government 
Printing Office, but may be obtained from 
the Training Assistance Division, Bureau 
of Training, United States Civil Service 
Commission. 

3. Agency Training Centers for Government 
Employees. Information on agency oper- 
ated training centers is provided in this 
publication. It includes descriptive infor- 
mation about the general characteristics of 
these centers and the numbers and kinds 
of courses available through them. It is 
designed to furnish current training re- 
source data for use by training officials 
and others at Federal, state and local lev- 
els. 

4. OS-Campus Study Centers for Govern-^ 
ment Employees. This publication identi- 
fies facilities that L«ive been established by 
cooperative arrangements between aca- 
demic institutions and Federal agencies 
to sponsor continuing educational oppor- 
tunities for Federal employees. It contains 



current information about the programs 
and courses offered by educational institu^ 
tions to employees at Federal agency work 
sites after working hours. 

5. A Catalog for Adult Continuing Educa- 
tional Opportunities. This catalog is in- 
tended primarily for government personnel 
in the Washington, D.C. metropolitan 
area. It contains information about the 
number and variety of programs offered at 
these centers and identifies contact points 
from which additional information may be 
obtained. 

6. Instructional Systems and Technology: An 
Introduction to the Field and Its Use in 
Federal Training. This pamphlet provides 
a brief description of the instructional sys- 
tems approach to training and explains 
some of the new techniques which have 
become popular with the advent of sophis* 
ticated audio-visual equipment and pro- 
grammed instruction. 

7. Application of a Systems Approach to 
Training: A, Case Study. This case study 
explains the steps followed in developing 
the curriculum for the Consolidated Fed- 
eral Law Enforcement Training Center, 
describes the problems encountered and 
the solutions arrived at, and provides a 
general guide for others who wish to use a 
systems approach to curriculum develop- 
ment. 

8. Programmed Instruction: A Brief of Its 
Development and Current Status. This 
paper offers a concise, non-technical syn- 
thesis of the major developments in pro- 
grammed instniction and includes some 
determination of the extent to which pro- 
grammed materials are being applied in 
Federal agencies. 

9. Training Evaluation: A Guide to Its Plan^ 
ning. Development and Use in Agency 
Training Courses. This paper describes 
one approach that can be used to assess 
the effectiveness of internally developed 
and conducted agency training courses 
and includes a discussion of factors to be 
considered when implementing the evalua- 
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tion program, a conceptual framework for 
evaluation, the essential steps in develop- 
ing training objectives and an in-course 
training evaluation process. 

10. Computer Assisted Instruction: A General 
Discussion and Case Study. This pamphlet 
presents a general discussion of a rela- 
tively recent aspect of training technology 
(Computer Assisted Instruction) and de- 
scribes the U.S. Naval Academy's specific 
experiences in this area. 

11. Visual Materials: Guidelines for Selection 
and Use in Training Situation. This paper 
discusses the characteristics, advantages, 
limitations and uses of the most com- 
monly encountered instructional media. In 
addition, it offers guidelines that a training 
specialist can use when selecting visual 
materials for group instruction. 

12. Directory of Instructional Programs in Su- 
pervision and Management Training. This 
catalog describes programs in the public 
domain vised for training supervisors and 
managers that are available to other agen- 
cies having like managerial and supervi- 
sory training tasks. This publication is not 
available from the Government Printing 
Office, but may be obtained from the 
Training Assistance Division, Bureau of 
Training, United States Civil Service Com- 
mission. 

13. Long-term Training. This pamphlet is de- 
signed to assist agency managers, supervi- 
sors, and training personnel in planning 
for and using long-term training opportun- 
ities authorized under the Government 
Employees Training Act. It presents ideas 
and general guidance on the management 
of long-term training. Also included is a 
listing of some current long-term training 
programs available to Government em- 
ployees. This publication is not available 
from the Government Printing Office, but 
may be obtained from the Training Assist- 
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ance Division, Bureau of Training, United 
States Gvil Service Commiuion. 

14. Education for Public Management. This 
pamphlet describes the EPM program 
which provides for a nine month residen- 
tial academic experience at one of nine 
participating universities in cooperation 
with the Qvil Service Commission and the 
sponsoring agencies. The program is de- 
signed to develop those talents and abili- 
ties necessary for effective executive and 
managerial performance in the public sec- 
tor. This publication is not available from 
the Government Printing Office, but may 
be obtained from the Training Assistance 
Division, Bureau of Training, United 
States Civil Service Commission. 

15. Information on Foreign Language Train- 
ing Courses in the Federal Government. 
This paper contains a listing of foreign 
language courses, primarily in the D.C. 
metropolitan area, available to Federal 
employees. This publication is not avail- 
able from the Government Printing Office, 
but may be obtained from the Training 
Assistance Division, Bureau of Training, 
United States Civil Service Commission. 

16. "Executive And Management Training: 
Course Listings and Descriptions, FY 74." 
This brochure is intended to provide agen- 
cies with a convenient reference to Civil 
Service Commission executive and man- 
agement courses conducted by the Federal 
Executive Institute, the Three Executive 
Seminar Centers, and the six Training 
Centers in Washington, D.C. A listing of 
courses ^ven in Washington which are 
also available in the Regional Training 
Centers is included. Not available from 
the Government Printing Office, the bro- 
chure may be obtained from the Training 
Operations Division, Bureau of Training, 
United States Civil Service Commission. 



